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CFORM MRRM 1 L ( RY T EST FOR RECORDS RETENTI" “SCI” TULE . |SCHEDULE e

(5-1-53) . ) N0, —- .
. Holl of Records - To b._ .ubmitted to the Records Managemen ivision G- 3
Commission : : ~ Hall of Records Commission ) : PAGE
. ] o NO. | }.
1. Requesting Agency _ 2. Division or Bureau of Requesting Agency
3. Authonzohon Requested (Check only one of the squores below) . ;
Dispose -of présent accumulation. No . Estabhsh retenhon schedule for re- Microfilm * ond  destroy originals.
" additional accumulation is  antici- - cords for which there is a continuing .. Originals if not microfilmed would be
pated. Records have ceased to hove volue - accumulation. The records will ~cease to retained for the period of time indicated.
to worrcnt retenhon . ..+ -: 7 have value to warrant their. retention ofter - . . :
. : o . the period of time ‘indicated.
4 ' : 5 Description of Records ) 6. Recommendation .
ltem | Descrlbe records accurately. Include title, form number, size of documents of Hall of Records
No : work or activity to which the records’ relcte inclusive dates and qucntlty and Board of Public
’ - (cubic or linear feet). Show recommended retention period. . _ | Works.

1.'| Bowps av cotrpom

‘Datest 1936 191:9
Quantitys 2 cuble feat S
File Arrangements Chronological
Dispoeable Ammmt: 2 cubic feab

-Bonds and caupons issued by the County for ecbools and pubm
roads. All have been redeemed, Bondsandcoupms sincel?h?
. ere in the Cmmty Cm:missionsra' office.

_aacc:s«g;:mnm: ' DESTROY ACCUMULATION BY FIRE. =

APPROVED
HALL OF RECORDS COMMISSION

-

7. Ag ' Representative . ' o
. e [frdadeean Y2-/55%
- : Signatur\ ) : Title Date
Schedule  Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Records Commission Public Works, -
*7 Date | Archlwst Secretary




.:anfrs-.»j:::);« v ( Rl’\:ﬂ EST FOR RECORDS RETENTIF™ SCI ULE | onenune..
Holl of Records - To bl_ ubmitted to the Records Manayemen' ‘ _ivision , s 65
Commission ~ Hall of Records Commission o hl;(.ii L1,
1. Requesting Agency. : o 2. Division or Bureau of Requesting Agency

. KENT COUNTY

3. Authorization Requested (Check Snly one of the squares below)

Microfilm  and  destroy  originals.

A Dispose of present accumulation. No Establish retention schedule for re-
additional accumulation is antici- -, cords for which there is a continuing Originals if not microfilmed would be
poted. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after o . L
o the period of time indicated. :
5. Description of Records ) 6. Recommendation
4. Descrlbe records accurately.” Include title, form number, size of documents of Hall of Records
Item work or activity to which the records relate inclusive dotes and quontlfy 1 and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works. :

d

q

1. GASH RECEIPI‘S BOOK ‘

Da‘bes: 192h <o
~ Quantitys 2 cubie feot
" Flle Arrangement: Chronological :

Annual Accumulation: Less than % cubic foot
Auditz Annual outside aud:lt and State audit

A record of a1l ‘cash received by ‘the Treasurer each month entered
from the Dally Cash Book. The Cash Receipts Book and the Disburse-

ments Boolc are ths Treasurer's final books of account

APPROVED
HALL OF RECORDS COMMISSION

RECOMIENDATION s RETAIN PERHADIENTLY.

2. DISBURSEHENI‘S BOOK

" | . patess 1924 = -
- . Quantitys. 8 cubic fest .

- File Arrangement: - Chronological :
Annual Accunulation: Lesa'than 3 cubic foot

- Audits Annual outside audit and State audj.t
A mccrd of all money disbursedby the ‘Treasurer. Entries are made
from the checks which he issues, and each entry shows date, payee,
check number, total amount. payable, and bank upon which drawn. ~The

Disbursements Book and the Cash Receipt.s Book are the Treasurer's
ﬁna.]. books of account. : =\ : ‘

mcom;muma RETAIH PERMANERTLY.

7. AQWWG%M&:% 4 Z .
C A St AL 725 ﬁd L
/ - Title . Date

4 “Signature |
Disposal Authorized as Indicated in Col. 6 by Board of

Schedule Authorized as :Indicated in Col. 6 by Hall of
Public Works.

N)

cords Commission. .
_ M S w// ocT § W
g ; .Date Archivist Secretary




R & ? -'| SCHEDULE — -
. NO. Ea CJ 65

”DaiJ.y entries show all money received by the Treasurer, broken
- down into money received for the State and money received for ths
county. monthly totals are recorded in the permanent Cash Re- -

o ceipts: Book, ,:_ R
RECO‘*MBM)ATICW s RETAIH FOR THREE YEARS OR' UHTIL AUDITED, WHICH-
fe EVER Is LATER, AHD THEN DESTROY. : v

FORM HR-RM 1A * = ) .
5-1:83) “ REQ 5T FOR RECORDS RETENTIO\. SCHI 'LE .
- Hall of Records : (Continuation Sheet) ’ PAGE '
Commission ) ] 1 NO. Y, 26
5. Description of Records . 6. Recommendation
. Describe records accurately. Include title, form number, size of documents, of Hall of Records
Qem work or activity to which the records relote inclusive dates and quan‘nty and Board of Publnc
o (cubic or linear feet). Show recommended retention period. Works.
3. DAILY CASH BOOKS o .
" Dates: - 1892 - - -9
Quantitys. 12 cubic feet = = | e A
File Arrangements Chronological B L e =
Annual Accumulations ILess than & cubic foot . ﬂ"/ /T4 o=
Disposable Amounts: 11 cubic feet . . NN Ze il o
Audit: Amual owtsids audit and State audit = o
= &
a3
o, Lo
< oz
[ -
(&)
= .
=<r
xa

) GANCEIED CHECKS AND BAI\TKING REC(HDS

k.
Dates: 1931 -- .
_ Quantity: 21 cubic feet ' I .
. . Annual Accumulations 13 cubis fost i o
. Disposable Amounts 17 cubic feet :
Audita ‘Annual outside audit and State audit.
This item includes canceled checks, checkbooks and stubs, dsposit
slips, bank statements, bank books and adding machine tapes. '
Records of all checks:and bank balances are maintained in the per-
manent Disbursements Book,. .Bank balances are a.'Lso recorded in the
Mmutes of the Comty Cmmissionera. L 3
BECMMAﬁON 8- RETAIH FOR THREE !EARS mz UHTII. AUDITED, HHIGH— )
EVPIIISLATER,LBDTHEBDETROI. s P s
TAX - - i\ NS NS D B I Y
Se TAX ROLL e . T opmaann, GF sl VCORKS
Dates: 1890 - - - S ’
Quantity: 35 cubic feet : B
File Arrangement: Ammual by district ‘ v
Ammual Accumulations 2 cubic.fest '
. Disposable Amounts 27 cubic fest o A«Z‘A—M }
Audit: - Annual outside audit and State audit ... U\ETA&;—«-';
Eachyeax*anewTaxRo]liamadeupfrmninfomtionintheAsseaa_—
ment Books. The Roll is mads, together with the Tax Bill, on an
addressograph machine, and entries show name and address of tax--
payer, assessments for County and State purposes,.and County, '
. | State,. and total ‘taxss. TWhem payment is made the date thereof is
-If a payment is not

'—posted from the O0ffice Copy of the Tax Bill,
made, a record is entered in the Insolvencies Book of the County
Commissioners. Property not redsemed and subject to tax sale is .




FORM HR.RM A (~ & i ©oL | scheoute

. (9-183) R REQ )T FOR RECORDS RETENTIO:.- SCH! 'LE : f'c/ 65
Hall of Records (Continuation Sheet) : PAGE

Commi;sion NO. - 3,

5. Description of Records : 6. Recommendation

- Describe records accurately. Include title, form number, size of documents, of Hall of Records

Qem work or activity to which the records relate inclusive dotes and quontlty . | and Board of Public
o {cubic or linear feet). Show recommended retention penod Works.

recorded in Tax Sale Books kept both by the Treasurer and the
A1l three of these books are permanent

County Commissioners, - ;
records, ' The statute of limltations for collection of taxes is
four years (Section 210, Article 81, Annotated Code of Maryland,

s 1951 kdition).
RECOMMERDATION: RETAIN FOR FIVE YEARS OR UNTIL AUDITED, mem
. Ismm,mmnnmox. AR

6. TAX BILL FILE

Dates: 1915 e
755" cubie feet

" Quantitys e e T
' File Arrangement: Annual and Chronological by date of
payment - I

Armual Accumvlaticn: 3 cubic feet. ' 2
L6 cubic feet

Disposavie iwumts : '
Audits: Annual outside audit and State audit

_ at the same time the Tax Roll is made, and contain exactly the sams
. information as the Tax Roll. An original and three copies are

prepared as followss
Billing Originali Senttothpayer andp:cesentedbyhim -

1,
: with payment.
2, Delinquent Notice Copyn Sent to taxpayer after end of

3. Office Copy: Retained in office as record of accountj
when payment is mads this copy is stamped "paid" and ths
date of payment is showm. The dateofpaymgntisthen

posted to the Tax Roll.
Receipt Copys Given to Paryor as his receipt, if he 80

requests.
The Billing Original Delinquent Notice Copy, and Receipt Copy

b

ing non-record material (Art. L1, Sec. 155, Amotated Code of Mary-
The recommendation below applies only to the

land, 1951 Edition).
The present farm was preceded by a combination bill

are considered non-record within the meaning of the statute govern-

Tax BJ.lls are typed on a printed form with an addressograph mcbin# -

APPROVE
HALL OF ReCORDS commyrsson

Office Copy.
and receipt showing assessment, tax, and interest for both State
and county taxes and name of taxpayer. Astuhretainedinthe

office showed the same informaticn, i FUEEE
; -5 3 H Doeoe A
RETAIN FOR THREE YEARS mumr.wnlm, ‘WHICHEVER

ocT

RECOMMERDATION s
o IS LATER, AND THEN DESTROY. i

‘ 7. | TAX SAI.EBOOK

[T R
{ s

. Da*.tes: 94 - -
Quantitys % cubic foot (1 volume)

———— L



FORM ‘nk.nu 1A

‘(5-1.B3)

Hofl of Records

Commission

:CHEDULE =

(. REC 3T FOR RECORDS RETENTIO:.- SCHK 'LE | No @/8&
o ) i. . (Continuation Sheet) PAGE
NoO. h."

* o

6. Recommendation

o

5. Description of Records
Include title, form number, size of documents,

Describe records ‘accurately.
work or activity to which the records relote inclusive dates and quonhty

(cubic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works. -

- 8o

Contains a record of proper‘by sold or intended to be sold for non-

9.

;- Mle Arrangementz Chrono10gica1
' Annual Accumulations Less than cubic foot
Audit: Annual outside audit and State audit

payment of taxes. Entries show certificate number, district,

person assessed, person sold to, amount of assessment, amount due,
Similar informa- |

tax year, amount of purchase price, and remarks,
tion is kept 1n the Tax Sale Book of ths Coun‘by Commissioners.

mcommmmxma RETAIN mmmzmx.- ——

LICENSE TAX ACCOUNT

Datas: 1955 - =" - g L
. Quantitys Lessthan%cubic foot. 4
File Arrangements Chronologica]. o
cubic foot

'+ Annual Accurmulations Lessthan % o
. Audit: Annual outside audit and State audit

Each year an'oomobile licenss applications are sent by the Depart-
ment of Motor Vehicles to owners of cars registered in Maryland,
Owners who pay for’ their tags in Kent County complate the applica-
tions and twrn them in with the 1icense fees to .the County Treasu- .
rer. The Treaswrer uses the License Tag Account form to forward
the applications and maney ‘to t.ha Depa.r‘lzmnt of Mot.or Vehicles.

The . I.icensa 'l‘a.g Account is prepared in triplicate, ‘the original
and first comy going to the Department of Motor Vehidles and ths
second ¢opy. remaining: ‘with the Treasurer.. - Entries show date,
serial number, license number, nme and address of owner, amount .
collected, total amount collected, check number or money order

mmber, tag. invmrbury, and signature of Treasurer.

-

... APPROVED
- HALL OF ReCoRpg CoMmISSION

BECO*’HMATI@: RETAIN FOR THREE YEARS (R URTIL AUDITED, mICH-'
3 EVER IS LATER ABD TEEN DESTROY.
. N A“X. }_-; I; /

LICENSE, APPnIcAnon STUBS

" Dates:
Quantity: h cubd.c feet
File Arrangement: Alphabetical
Armual Accumuls tion: 1 cublc foot
Disposable Ammmts 2 cubde teet

Bhen the Department of Motor Vehicles receives the antomobile

share of the license fees going to the County and incorporated

BOARD ui e

%@wwd\

license application forwarded with the License Tag Accomt, a stub
is tarn from ths application and returned to the Treasurer with the

towns therein., Data on the stub is posted to the Automobils Book,

and the stub is then filed for referénce purposes in alphabetical




FORM' HR-RM 1A - - (“} /‘ (\._ ' SCHEDULE—"' S !
((®183) . ' REC 3T FOR RECORDS RETENTIOn\ SCH{_'LE B NG 5 ¢ o !
Hall of Records : (Continuation Sheet) PAGE - }
Commission ; NO. 5. .
: 5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
m work or activity to which the records relate inclusive dotes and quontlty and Board of Public
BRALS (cubic or linear feet). Show recommended retention period. Works.
_order by namé of owner. This £ile 1s kept in tha ofﬁ.oe for ong.- ,
year and is not used ‘thereafter. » R =
RECOI‘MENDATIO’N RE"AIN FOR TEREE YEARS AND THEN DESTROY . S/U}
10, AUTOMGBIIE BOOK ‘ C - §
Da‘bes: 19)411 - - o
Quantity: - 6 cubic feet . - = 2
. Fle Arrgngementx Chronological : o ©
" Annual Accumula tioni %' cuble’ foot a &
Disposable Amownts h’* cubic feet = . . < &
Audltt Annual outside audlt and Staba audit S
—
-
=g
s g

The Automoblle Book 18 at present used. to break dmm automobile
license fess into portions for the State, county and incorporated
‘Entrisz ar: made from the License Stubs, and show date, -

WMe
name and address of taxpayer, make and year of car, tax nmoney -
apportioned to the State, county, Chestertown, Rock Hall, Better-

ton, and Galena, and the total tax,.

. Prior to 19h7 the Automobile Books were used as 'i‘a.x Rolls for t.he

. collection of automobile taxes, which mtil then was handled A
entirely by the County Treasurer.. S ‘ .

RECOWIENDATION: RETAIN FOR THREE IEARS (m UN’I‘IL AUDITED, W{ICE-
EVERIS LATER ANDTHENDESTROI i

'.':

: Datess '1932 - - .
' Quantity: % cubic foot o
File Arrangement: Alphabetical by subject '’
Annual Accumulations: Less than § cubin,foot
Disposable Amount: & cubic foot -
Correspondence connected with the work of the Treasurer’a oﬁ'iee

RECOMJEHDATIW: RETAIN FOR THREE YEARS 3 THEHREMOVB ARD RETAIH
: . PERMARENTLY ALL MATERIAL OF ATMINISTRATIVE (R

LN
1] WA

S -
Al

LEGAL VALUE AND DESTROY ALL OTHER MATERIAL




